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1.0 Applicability 
 

This procedure applies to Office of Environmental Management (EM) Federal Project Directors 

(FPD), Integrated Project Team (IPT) members, and Program Managers that are responsible for 

the execution of all projects subject to the mandatory project management requirements in U.S. 

Department of Energy (DOE) O 413.3B (Program and Project Management for the Acquisition 

of Capital Assets).  This procedure also applies to Operations Activity Managers (OAM) and 

associated IPT members and Program Managers who are responsible for the execution of 

operations activities that are subject to the requirements in the EM Policy and Protocol for 

Operations Activities (issued in March 2012). 

 

The Director of the EM Consolidated Business Center (EMCBC) serves as Acquisition 

Executive (AE) for capital asset projects at the EM Small Sites that have a total project cost 

(TPC) of less than $100 million.  However, the EMCBC Director also serves as line manager for 

all capital asset projects and operations activities at the Small Sites.  As such, this procedure is 

designed to assist FPD, OAM and EMCBC project management support office (PMSO) 

personnel with managing recurring EM Headquarters-mandated project performance reports for 

the entire EM Portfolio.  The EM utilizes the Integrated Planning, Accountability and Budgeting 

System (IPABS) database to record project performance for all elements of the EM Portfolio, 

and specialized IPABS report templates have been created (e.g., Quarterly Project Review 

[QPR]) to facilitate FPD and OAM generation of standardized reporting/presentation formats.   

 

2.0 Required Procedure 
 

Step 1 Development of Draft Monthly Project Review (MPR) and/or Quarterly 

Project Review (QPR) Package 

 

The site Program Analyst (e.g., Project Controls Specialist) obtains project 

performance data from the EM Contractor’s Monthly Contract Performance 
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Report (CPR) or similar progress report(s) and assists the Federal Project 

Director (FPD) or Operations Activity Manager (OAM) with generation of the 

MPR or QPR presentation package.  Refer to Attachment A:  QPR Guidance 

for instructions on MPR/QPR slide content. 

 

The site Program Analyst validates that the information is accurate, and notifies 

FPD and/or OAM that data has been posted to IPABS. 

 

The site Program Analyst finalizes the IPABS entries with the FPD/OAM, and 

updates IPABS by Noon of the EM Headquarters-mandated due date.  EM 

Headquarters requirements may include data for monthly project review 

templates; monthly supplemental slides; project information; explanations for 

the Project Execution, Milestones and Performance Measures Modules of 

IPABS; and/or earned value (EV) information and explanation narratives for the 

DOE Project Assessment and Reporting (PARS) database that is managed by 

the DOE Office of Acquisition and Project Management (OAPM). 

 

The designated EM Reporting Lead in the EMCBC Office of Cost Estimating 

and Project Management Support (OCE&PMS) issues an e-mail notification to 

the site Program Analysts, including a copy of any EM Headquarters guidance 

for the upcoming review presentations. The same or subsequent e-mails from 

the EM Reporting Lead in OCE&PMS will establish due dates for the various 

phases of package preparation and “dry run” presentations. 

 

The MPR or QPR presentation template is provided by EM Headquarters and is 

pre-populated with the latest monthly data in IPABS.  The site Program Analyst  

reviews this information and advises EM Headquarters of any errors or 

additions.  The site Program Analyst should copy the EM Reporting Lead in 

OCE&PMS on any communications to EM Headquarters regarding such errors 

or additions. 

 

The site Program Analyst  prepares the following slides for the MPR or QPR, 

based on the EM Contractor’s CPR or other progress report(s): 

 

• Quarter Accomplishments  

• Site Issues  

• Contract Status 

• Safety Risk/Issues 

• Near Term Risks  

• Financial Status  

• Contract Status 

• Use of Management Reserve (MR) and DOE Contingency 

• Operations Activities, if applicable 

• Milestone Performance Status 

• Performance Metrics Status 

• Next Quarter Look-Ahead  
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The draft MPR or QPR Package(s) is completed and ready for 

review by the date established by the EM Reporting Lead in OCE&PMS. 

Step 2 Review and Approval of Final MPR or QPR Package 

 

The draft MPR or QPR Package for each project or operations activity is 

provided to the appropriate FPD or OAM and the Assistant Director of EMCBC 

OCE&PMS (or his/her designee) for review and comment prior to the dry run 

date established by the EM Reporting Lead in OCE&PMS.  Copies of MPR or 

QPR presentations are not  submitted to OAPM and/or EM Headquarters until 

the FPD, OAM and EM Reporting Lead in OCE&PMS have approved the data. 

 

Comments on the draft MPR or QPR are provided to the appropriate site 

Program Analyst by the established date, and the site Program Analyst  updates 

the MPR or QPR Package for presentation at the dry run. 

 

The MPR and/or QPR Package(s) is presented by the FPD or OAM to the 

EMCBC Director (or his/her designee) and designated EM Headquarters staff 

(e.g., EM Mission Unit staff) during a dry run.  The purpose of the dry run is to 

identify any additional comments that require resolution prior to finalizing the 

MPR or QPR and formally providing the final presentations to EM 

Headquarters.  

 

NOTE:  In the case of a “Red/Yellow” Project MPR, a formal dry run 

may not be required.  Red/Yellow reporting requirements typically 

include an explanation of why the project was rated Red or Yellow, and 

the recovery plan for getting back to “Green” status.  Refer to EMCBC 

procedure SAP-OCE&PMS-413.3B-C-01 (APM Reporting) for a 

Red/Yellow Project reporting template. 

 

The site Program Analyst revises the MPR and/or QPR Package(s) based on 

Feedback from the dry run, and submits the revised MPR or QPR to the 

appropriate FPD or OAM for final approval. 

 

The FPD or OAM approves the revised MPR or QPR Package(s) and notifies 

the site Program Analyst, who then submits the final MPR or QPR to the EM 

Reporting Lead in OCE&PMS.   

 

The EMCBC OCE&PMS submits the Final EMCBC Small Sites’ MPR/QPR 

Packages, as appropriate, to EM Headquarters by no later than Noon of the 

established due date. 

Step 3 Monthly and Quarterly Reviews 

 

Monthly and quarterly EM Headquarters project reviews are conducted in 

accordance with requirements issued by EM Headquarters (e.g., via the Office 



SAP:  EM Reporting  SAP-OCE&PMS-413.3B-C-02 

 

4 
 

of Project Assessment [EM-53] and/or the cognizant EM Mission Unit [e.g., 

EM-31]).  The designated FPD or OAM will brief EM Headquarters on the 

monthly and/or quarterly data, as appropriate.   

 

EMCBC-internal monthly project reviews is conducted by EMCBC PMSO staff 

and provided to the EMCBC Director and EMCBC senior management team.  

Refer to EMCBC Procedure SAP-OCE&PMS-413.3B-C-04 (EMCBC 

Reporting) for further details.  

 

 

3.0 References – Forms/Attachments/Exhibits 
 

3.1 References 

 

 DOE O 413.3B (Program and Project Management for the Acquisition of Capital 

Assets) 

 

 Policy and Protocol for Office of Environmental Management Operations Activities 

(EM-2 memorandum dated March 15, 2012) 

 

 EMCBC Procedure SAP-OCE&PMS-413.3B-C-01 (APM Reporting) 

 

 EMCBC Procedure SAP-OCE&PMS-413.3B-C-04 (EMCBC Reporting) 

 

3.2 Attachments 

 

 Attachment A:  IPABS Quarterly Project Review (QPR) Guidance 
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4.0 Records Generated   

Records generated through implementation of this procedure are identified as follows and are 

maintained by the Office of Cost Estimating and Project Management Support (OCE&PMS) in 

accordance with the EMCBC Organizational File Plan: 

Records 

Category Code 

Records Title Responsible 

Organization 

QA 

Classification 

(Lifetime, Non-

Permanent, or 

Not Applicable) 

ADM 16-05 ADMINISTRATIVE 

MANAGEMENT 

RECORDS, Project 

Control Files 

 

Examples: 

IPABS report (electronic) 

MPR/QPR presentation 

Office of Cost 

Estimating and Project 

Management Support 

Not Applicable 
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5.0 EMCBC Record of Revision 

 
EMCBC RECORD OF REVISION 

 

DOCUMENT TITLE:  Subject Area Procedure:  EM Reporting 

 

If there are changes to the controlled document, the revision number increases by one. Indicate 

changes by one of the following: 

 

l Placing a vertical black line in the margin adjacent to sentence or paragraph that was revised. 

 

l Placing the words GENERAL REVISION at the beginning of the text. 

 

 

Rev. No. Description of Changes  Revision on Pages  Date___  
 

0  Initial issue        12/16/11 

 

1  GENERAL REVISION      8/1/12 

 

2  GENERAL REVISION (to meet CBC MS format requirements) 2/26/15 
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Attachment A   
 

 

 

 

Integrated Planning, Accountability and Budgeting System (IPABS) 

 

Quarterly Project Review (QPR) Guidance 
 

 

(9 page document) 
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